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Support Career Trainee Prografn

I. The purpose of this prospectus is to present a revised career
development policy for:Suppoxt CT’s, to identify FY -69 requirements,
and to sharpen recruitment and selection criteria for Support Carxeer
Trainees. S

II. Policy

a. The objective of the Career Trainee Program is to ensure
quality input of junior proiessional persounel. It is expected that e
in time most seaior level Support management positions and - S

.senior -Support specialist posmons mu be filled by former Supporr. .
Career u:amees. L

N b. ’Ihe above can best be accomplished if in the future, CT's
- arerecruited for individual Support Career Services and are . .
' -“_ identified wu:h those Ca.reer Services from the outset.

-c. Eacn Suppo*'t Career Servu:e w111 identify annually the CT

proportion of its professional requirements so that recruitment can
‘be geared accordingly.. The Deputy Director for Support will
‘approve the total anaual Support Directorate CT intake. Since v." .
a number of junior gemeral Support positions should be filled by -
Support CT’s, the Support Career Services will be offered the
opportunity to nominate members of the CT programs of their
‘Career Services wiose development would benefit from sucha

- general support assignment. Career Trainees so assigned =~ -
would retain their basic Career Service designation and return o

} to the parent Career Serv1ce upon complenon of thelr general
I Suppor tours. -
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III. Rec ru.ltment and Selectmn Gmdelmes

a. Communications, Fmance Logistics, Personnel and
‘Security Career Services have indicated in appended papers
the qwaamcaz:zcds, requirements and career developrnent paths
for C"‘ s in the individual Career S\,rvmes.
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b. We appreciate the difficulty of precisely matching
qualifications and interest against requirements; but the
closer we coms to this goal, the better we will be able to

- achieve meo.n..ngfu.. career development for  Support cT' s. o -
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IV. FY-69 Requirements

The Support Offices’ FY- 69 Career Trainee requirements
totaD to which we have applied an 8 per cent attrition factor making o
the total requiremen| | We auticipate filling]  pf these requirements
from SD returnees from nou-Support positions leaving| |as the require- .
meaut to be met by the Career Training Program. We have attempted '
in the following table to apply the attrition of 3 and the SD mput oﬂj
agalust the office requirene nts. ‘

Office ~  ToBeFilledBy  CTP
ecuirement  Attrition _SD Returpees Selection

Logistics
Commununications
Finance
Personnel
Secunty

'_ TOTAL
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Finance Career Service

Career Trainee Requirements and Career Development Program

1

I. Finance Functiouns

Finance Functious include budget implementation and control, fiscal .= .

maunagement, audit, monetary and compensation and tax. Budget and . e

Finance units outside the Central Office comprise additional mechamsms 2
for conducting the Agency's financial business and account for about

- 50 per cent of the Finance:Career Service, including a large number of
Finauce Officer positions overseas ranging iu grade level fxam 7 through
15, comprlsmg most fum,uons perforrned in the Centxal Office.

. I. Quahflcanons for Assxgmnent to the Fmance Career Serwce

Employees should meet the seleCtive criteria for Career Trainees - -
and should have an academic background in Accounting or other finance
 activities. A ma;;or in-Accounting is desirable in some candidates but
. not mandatory for all. - Applicants should have a basic interest in a
career in the Finance Management. Candidates whose academic bacxg—round
qualify them are eligible for premium pay in accordance with Civil Service
Standards. Candidates for the Finance Career Service should be willing
and qualified to serve overseas at small and large stauons This also
apphes to their depeudents. C '

IO, Smﬁmg Requiremeuts

The Fivauce Carem Service ant1c1pates a requu:ement for Career
Tramees for Fiscal Yeau 69. '

IV. Career Develcpment

Following formal traiming in OTR, Career Trainees will be placed on
an in-house training cycle of approALmately 15 weeks rotating through the
various Divisions. Thais training gives them a basic comprehension of the

. varicus functious, methods, and procedures prior to permaunent assignment.

* Approved For Release 2008/12/19 : CIA-RDP96-00289R000200020012-3 *
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Personrel Career Service C BYY
Career Trainee Reguirements and Career Development Program - By
I. Personnel Functions .
A. Central Personnel Office , o 1_3 CUR
3 " 1. -Placement. ‘ . R
2. Position M_nabewenu & Compensatlon - s '_.-f o
' 3. Contract Aahlnlsoraulon, : SRR - A
f}h.'.REtlemenu . o ‘ LA o : ‘ ~311§
- 5. Benefits and Counsellnv' B - IR e L g
B. Other Headqparters.Comnonents B
. ‘ -
, General Persormel ‘Officer functions 1nvolv1nc most of the - §
Central Personnel Office activities and, in certain 1nstances, .
support of* overseas ac~1v1u1es. . / C ,é
C. Overseas Comuecaents 2
General Personnel Officer functions performed at overseas locations -5
in direct support of those employees assigned to the particular post.
Involves most of the Central Personnel Office activities in addition
to various related sanoort dutles applicable to overseas ass1gnments.
IT. Qual 1flcat10ﬂs Lc"Ass gnmeht to the Personnel Career Service B
LNPLOJ’ED should meet the selection criteria for Career Trainees and ’
. preferzbly, should have an academic background in Personnel or Business
Administration. :
. IIT. Staffing Reguiremenis .

nnel Career Service anticipates a requirement

t present, the Perso .
- - 0 for Career Trainees per fiscal year, including those employees assigned . 25X
from CT classes and those Career Trainees converted to the Personnel Career ‘ ;
n from overseas assignment.

Service upon retur
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IV. Career Development Program

Upon entry into the Personnel Career Service, the Career Trainee
will usually be given relatlvely short-term (l-year) assignments
within the Central Personnel Office during the firs{ several years
of his career. Such assignments would be accomplished within the

_following flexible 3-year assignment program, after which the employee
would move to a generalist position -outside the Central Office or be
ass1gn°d to a Sp&ClallSu function within the Central Office.

: Initiel when practical) | IR

;.TransacUlons and Records (un to one month)

,;1st and/or ond | year

. Placement

"Position Management & Compensation
lContrac» Pe;sonn@l 7

.v;‘/'» N

. ona and/or 3rd year

N Benefits and Counseling (exit interviews, deauh cases, etc)
.""  Retirement (technical) -

R . (@epending on the employee)

(denenalng on the employee)

f;Flnal (when p”actlcal)

. Central Droce531nc (up to one month)

* Approved For Release 2008/12/19 : CIA-RDP96-00289R000200020012-3 :
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OFFICE OF COMMUNICATIONS

QUALIFICATICN REQUIREMENT FOR CAREER TRAINEE: The Candidate

should be between the ages of 22 and 30 and able to meet the prescribed

physical and security standards. Preferably, he has satisfied his military -

_ obligation, but this is not an essential requirement. (He may be single or.
‘married; but if married, his wife must also be able to meet the physical and -
security standards. } - ' S -

‘ | It is desirable, ‘but not essential, that this individual be able to
touch type at 25 wpm.or better,

.. with which he is more familiar. He further realizes that he will be subject

It is essential that this individual has obtained from aum accredited .- - .
. college or university a BS Degree in Engineering, Mathematics, Physms,

{’o; other scientific subjects. In addition to his techmical degree, it is

'desirable, but not essential, that he have some technical training in. the
communications field. Hopefully, this will have been obtained while in the o
military sexrvice and will have included Morse Code, radio theory, and

some experience in the radio communications field, It may also be that

* he has an amateur radio operator license, taken correspondence courses -

" in communications subjects, or gained other experience or training in the

' commerc131 racho fieid.

_ " He should know enough about comml,meauons work to 1crmw if he will
like it or be interested in it, even though it may be different : from other work

to extensive foreign travel both PCS and TDY. He also understands that he is
 expected to be honest, 'dependable and adaptable, and exhibit 1mt1at1ve a;nd B

maturity in his actions.

CAREER DEVELOPMENT FOR CAREER TRAINEE WITHIN THE OFFICE OF
COMMUNICATIONS: The program for the Career Trainee within this Office
 normaliy would extend for a pericd of three to four years, and is designed to
systematically provide for the selection and preparation for qualified young
personnel with communications interest for future assignments of responsibility

0
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within this Office. The initial phase of the program cormmences with
basic communications training which includes Agency orientation courses,

( ‘ | Rather, it is de- ,

' signed to give him a solid foundation and familiarization of basic communications ,
a fuller understanding and appreciation of the activities and personnel that he
will be supervising or managing in the future, and some competence in a basic
communications skill, He understands that he will be expected to participate .
', fully in this course and gain as much competence as his abilities allow, ‘

z % but that his future in the program and his career are not dependent upon his

' skilJJ ‘ le anticipates that this basic training phase will

- be followed by an “experience assignment” in the Headquarters area which
will last for approximately one year. This will be followed by an overseas
“experience-assignment” for two years' duration. During these assignments, -
he will have the opportunity-to demonstrate his supervisory and managerial
potential while at the same time, gaining valuable communications experience,
_At the completion of this tour, he expects to be assigned more perma.uently
to an OC Staff. - This assignment will be commensurate with his potenual
ab1hty, personal desires, and the needs of the Office. He also expects
that he will receive additional training and experience in supervision and
managernent as he progresses, and that every effort will be made to prov1de
‘him guidance and assistance in the selection of self-m’zprovement courses
whmh wxll enhance his value to the Crganization. -. S

REQUIREME\TS At present, our objective is to gradually increase the '
number of candidates until we have ten persons in the program and to .. .
maintain the program at that level. At any one time, five of the ten can-
- didates would be receiving that two-year training at Headquarters and the
remaining five would be undergoing advanced field training at our Area
Headquarters. To reach and maintain this ratiop, it will be necessary to-
" alternate the number we recruit, introducing mto the program two persons
one vear, three the rext and s0 on. : : '

, We now have five candidates in training. Our recruitment cycle
would begin in FY '69, at which time, we would enter two pexrsons into the
program with three persons entering in FY '70. Because of our large pool’ -
of Engineers within the Office, and our relatively modest annual input re- .
quirerment, we would expect a goodly portion of our new candidates would
enter the program from within the personnel resource of the Office. -
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Office of Security

CIA Security Officers, serving in a variety of specialties in
the United States and abroad, protect the Agency's people, activities,

Rl

installations,. and information.

To perform this mission, CIA requires the services of young -

. men who are of high character, keen intelligence, unquestioned

loyalty to the Unitwed'Statesv’, and versatility. Ada.ptabilitir >is a key”‘

" prerequisite for a career which may include assignments as an investi-

»

- gator, a physi;_a_lfse;;urity officer, a personnel security specialist,

and other diversified positions.

Security inve‘stiigato_rs are in the foréfront‘of the Agency's ‘ e -

rigorous effort to screen applicants for employment. An intensive -

personnel security investigation is conducted prior to the affiliation of - .~

a'nyl individual with CIA, in order to preclude the acceptance of persons

" who may be controlled, or controllable, by an opposition-intelliéehce

service. This job entails interviewing people in all strata of society,

' reviewing records, and writing investigative reports.

- The inveétigator must be capable of dealing effectively with -
people, and reguires an analytical mind to be able to determine the

course of action to be followed in validating or disproving investigative
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leads. The ability to e':?:pruess himself well, erally and in writing, is:
indispensable. Freqﬁen;-ddmesﬁc travel and‘occasional brief trips | _ |
abroad are usually requirements of this posiﬁon.
The.pros‘pective ihvestigator must have e ba..c:hel.oi-'s deg:&ee; should
<- préfera;qu'. have some ekperience in investigatiohs_ or a related fiele.;
and shoﬁ}d have. compileted his acti\.re military duty ob]{.igation.v
A.ft-ei'x.:_’serving‘. a,sa.n ,ihv'estigater for fhree to five y_.e‘a.r.s, the

' Security Officer may mo';(e into other specialties. =

AR

' Phymcal S‘ecﬁrit*f Officers, for example,? are responsible for RN

—olanning and effecting the protection of Agencﬁy installations, at home

L4

"and abroad. Some Security Officers serve foreign duty tours of two

/

to five years duration. Others travel to foreign installations to conduct

inspections of the security safeguards in effect, and to recommend

improvements. -

%

The Physical Security Officer may engage in research or tesﬁhg . %

in an effort to develop impro*&ed sécurity equipmenf - alarm systems, g
ol

vaults, etc., Or he may have the task of invvestigating security violations,

or developing new systems for the secure handling and storage of highly

classified documents.
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and assiéfance to CIA personnel in matters relating to security. -~

years as investigators, and have demonstrated the keen judgement
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The general qualifications for a Physical Security Officer

~.

are the same as for an investigator, although mechanical interests -
or aptitudes may be an-asset in this position.

Personnel Security Oificers direct the investigative effort

from Headquarters, evaluate the investigative reports, determine

. the issuance.of security clearances, and provide advice, guidance SRR

" Per#qﬁqel—"SecmﬁW'Officer_sj usually' have 'servéd"sexvrevrva.l"

esséi_xtial to ﬁlié type of work. "Ba.si_c qualifi;a.tior;svare the same as

for investigators. . . R /f'-'

. The position of Technic_al_ Security Officer presents an

“opportunity for a career in security work for the electrical engineer.

* In an age where electronic eavesdropping has become a prime weapon .

o swen s am s e =

" of every intelli-aence serviCe, the tasks of detecting, c’oxmtering, or

: neutralv zing OppOS‘..“lOn. eLforts have achxeved paramount lmpor..ance. o

The TechnLcal Securh.y Offlcer s JOb is challencn.ng and reward—

ing, The sumda‘ang race between the offensive and defen31ve states '

‘of the art provides unparalleled oppo tunities for. research, foreign -

travel, "and service to the U. S. initelligence effort.
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- a bachelor's degree in electrical engineering and must have con-
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Technical Security Officer é.pplicants must possess at least

sideré.ble persdnal ﬂexibility, perrhitting fre_quént and extended B :
travel abroad. . o ' DR

Requifements FY 69

, . 3 withrgeneral qﬁaiiﬁcations

2 wi‘th"*technicalﬂthﬁcationsf_A
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'fice of i Logistics QUAL'[FICATIO\IS FOR

CAREER TRAIAFFS: (GS 08 to 10, dependinﬂ on exgpricnce)

|
1
I

Males ~= Age 21-35 Sinole or married w/families of a sizc that would not prescnt housing Qifficulties L

:at field insLallations. ARy

Flexkibility -- . . ‘ Must be physically able and w1111ng to serve wherever and whcnever required (at
Agency Headquarters or Domestic ox Overseas installations 5) on ciLhcr TDY or PCS.

.:nc'na 1 Stability

Ability to exercise mature judgment and possess lcadershlp qualitie° and supervisory potential,

Ability to meet and deal nffecLively v1Lh all iudlviduals, 1nclud1ng Lechnxcal and executive personnel both in
and outside the Agency. . : : .

writing Ability - Must be able to write in a clear, conciqg manner and apply analytical awp1oach to
_solution of complex problems. : .

Functions in which Cerecer Tralnees may be as signed during this long~range career development within the
Logistics Career Service would include Supply (receipt; identification and cataloging, storage and issue,
maintenance and repalr, disposition, inspection and inventory of supplies and equipment, stock recoxds
and stock management, and shipment of cargo; Procurement of supplies, equtpnont and services or contract
negotiation and administrationj Real Istate and Construction (including acquisition, repair and altera-
tion, maintenance, etc. of real property, leasing, construction and utilities engineering, and public
s functions)j Printing Sevvices (composing, typésetting, photography, press gperations, plotemaking

bindery activitlcs)' and Lopistics Services (space roquirements and plannlng, allecation of space, .
minor alterations, maintenance, moving, Lelephone sexvices, and distribution of housekeeping supplies.

Numbex Requested per FY Degree De:ired 'wiiInltial Assigpnment = Gradé Range upon Assignmant
oX1 - BA - Bus. Admin. - . Supply Pivision or . . - (S-08-G3-10
. co R Logistics Services Div '
Lav or Accounting ~ °.Procurement Division G5-08-G5-10
_ BA - Printing Mgmt *~ - Printing Services Div o GS-08-G5-09
. . BA - Civil, Uechanical Real Estate and “, : E GS-OS-GS-IO.
RO Elechical, Induer1a1 Conbtruction Div . :
o R Archltectural or Con- . . Lt
eruction Englneeling S

ot ' ‘ R T
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